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VACA‘CY N'W‘ICp SYSH%!

I. NAPA Recommendation: 'Make better use of vacancy notices through
defining purposes and results expected from their use and then using the

Conclusions and Recommendations, p.

. notices accordingly."

some mechanical problems in the actual distribution of notices." Executive

Summary, p. VII.
B. "There is confusion as to the purpose of using a vacancy notice.”
C. '"While the Vacancy Notice System is referred to as Agency-wide,

-past practlce 1nd1cates that 1t operates on an 1ncon51s*ent basis at

three 1eve1s——Agency, Career Serv1ce or Career Qerv1ce Sub- Group "tf.;
D. "There is a problem on distribution (of vacancy notices) . . . ™.
E. "This is an area where tﬁere can be great cdifferences between
employee expectations and reality. These differences need to be nafrowed_
as much as possible if the system is to benefit both the Agency and its
employees."

Latter four statements from, The Present System, pp. 66-67.

III. Analy51s/Background

‘dated 10 November: 1977,71is the only official recogn

-of the Agency Vacancy notlce program albelt the Personnel Han4books of the S




-1ishes-notices “and Agency-wide distribufion is notmal-piac : R

date 11 Janpary 1973, announced the "implementation of

ER TN o




to o..her Dlrectorates none except ”FAC talks of Agengx-mde distribution




ustlfy ahd1££erent approach as,

for example, the need to f111 a position on a rotation basis




I

be given Agency-wide distribution.
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Thls is not actual practlce thus creatlng employee confu51on and con-

equent complalnt about notlce dlstrlbutlon,,

omp1a1n that they do not see. vacancy notlces and when they do the

appllcatlon deadllne may be past Upon recelpt of a notlce to be advertlsed

. oency'w1de and after norma1 admlnlstratlve proce551ng, SPD xeroxes 112
coples for cler1ca1 notlces and 218 COpleS for profe551ona1/techn1ca1 notlces
for 1n1t1a1 dlstrlbutlon to about 65 offlces of the Dlrectorates wbere

_ dlscretlon is exerc1sed regardlng further dlstrlbutlon and how many addltlonar '

coples W111 be xeroxed Tlmely cooperatlon obv1ously 15 requlred of tb

quarectorates to make such ‘a dlstrlbutlon arrangement work but such an

uncontrolled scheme can occasionaily breakdown

A more effectlve system ex1sted prlor ‘to SPD's move from ad-

Tquarters to Rosslyn in- August 1976 SPD wou‘d recelve overnlght pr1nt1ng

_serv1ce from the Pr1nt1ng and Pbotography D1v151on After SPD'S move,

Ehowever, such tlmely serv1ce became 1nfrequent and ‘the norm for pr1nt1ng

»1ncreased from overnlght service to seven/ten days. Unable to change the

~51tuat10n and rece1v1ng employee complalnts on late notlces SPD undertook

:the tlme consumlng and costly task of xerox1ng and dlstrlbutlnc the Agency-

1de notlces

If there is a concern over the dlstrlbutlon system, an employee

”ristlll can remain 1nformed by ut11121ng alternatlve sources of 1nformat10n°
for.Agency—wide vacancy notices,,a summary list of vacanéies is posted monthly

on the official bulletin’ boards in sever Agency bulldlngs. Locations of

6
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For. the.period 1973-77. a_total.of 1,004 Agency-wide notices were published; .~

applicants numbered 5,458, and 639 positions were filled. Of these, 66%

illed

with: appl




is a W1de range of er"ployee oplnlons on the use of t‘le vacancy notlce‘-from

- a desire to have al]_ vacancies filled through use of a notlce to a feellnﬂ




i that-Servicesin £illing’a‘vacancy:

*Eﬁminéfibn:-of;ﬁhis policy may -7 :Z."

satisfy concerns of some employees who are dead-ended and see vacancy notices

as’ a poss:Lble means for movement elsewhere but it WOuld create dlssatlsfactlon

_for others B

- :-;"p‘ipproﬁédﬁl’-"o”r Release 2005/1 2123 fCIARZBPSiFOGﬁGRBmsQG@m' 6-2




= guarantee tlmely dlstrlbutlon down to all levels of the organ12at1on even

1t uould seem, 1n the

eyes of the Pro;ect Group, that some employees expett the organlzatlon to

.,;HSpoon feed them w1th.11tt1e effort on thelr part_to:personally seek readlly

Tprob1emFofid15tr1but10n the}Offlce*of

: --'-Personnel* for Agency w1de notlces-'posts relevant t ely 1nf0rmat10n at' .

7tfpf6vide,fepld:tlmely:service*on~a11 ‘SPD- prxntlng requests for Agency-wide =

..vacancy notices, and in a.sufficient number.of copies.to.eliminate the need

- Approved For Release 2005/12/23 : CIA-RDP83-00156R000600020026-2
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:”;for addltlonal reproductlon w1th1n,the D1rectorates. Dlstrlbutlon t1me ”

» Q}e;thus would be qulcker and more-eff1c1ent and reproductlon costs: reduced

"f:Although the PrOJect Group con51ders the current vacancy notlce '

’5'fﬁusystem to beibasrcally sound we agree With the NAPA Team that ‘the- system DR

(should prov1de a means to strengthen Opportunlty for movement across

"v5Inrectorate 11nes for quallfled 1nterested'employees° Thls can be

f;;accompllshed by a.dual system that preserves present practlce (ie.,
xi5ffthree p0551b1e Ievels of vacancy not1ce dlstrlbutlon —-»Agency, cereele_pﬁ, .
.’?Serv1ce, or Career Serv1ce Sub Group fbr those p051t10ns where there o
‘are no internal candldates in the opinion of the line manager), but also
Lrequ1res annual mandatory reportlng to the Dlrector of Personnel of all _N:;r
"sb?ant1c1pated Vacanc1es durlng the upcomlng f15cal year where quallfied h

dhcandldates from'w1th1n the advertlslng component w1Il be con51dered

- and no vacancy notice distributed. These latter vacancies'alono with

essentlal quallflcatlons and a c1051n0 date for appllcatlons could be
filed for a spec1f1ed tlme period 1n central locatlons avallable for
employee review, Employees 1nterested in specific jobs could be-referred
by these centers to the personnel officer of the issuing component for

- further 1nformat10n and appllcatlon procedures° In short, vacancy

| notices could be used fbr p051t10ns wbere candidates are actlvely belng
'sought and a means could be prov1ded for employees to obtain 1n£onnatlon

and to pursue on thelr own those ant1c1pated vacant p051t10ns for Wthh

l'fthere are fully quallfied 1nterna1 candldates,v Such a mandatory reportlnow"d"

system WOuld strengthen Opportunlty for Cross- Directorate movement and
- 1mportant1y, provide suff1c1ent lead tlme for Career Serv1ces or Sub-

"Groups to fill those p051t10ns in a tlmely, orderly fashlon° Such lead

1

Approved For Release 2005/12/23 : CIA-RDP83-00156R000600020026-2




Ao ror e zom@aom

-utlme-would beeSPGClallycnntlcal in those Sub- Groups comprlsed of

~~j{;fspec1a115ts where"' eoccurrlng vacancy results An a chaln of several

subsequent vacanc1es

.. ‘to the mandatory reportlng scheme‘f“costs for tlmely and eff1c1ent e
‘"ﬁﬁh;;malntenance of the central locat1ons may be~h10h 1n compar1son to the
‘ {:ifrequency of employee use 1t may be dlfflcult for'some components to
;abprov1de 12-month projections; ‘and not least security -- i.e., access of
all employees to a vacancy listing that could include sensitive positions°
,uThese aspects would have to be examlned The Progect Group notes however,
that dec151on on cost/beneflt could be delayed,untll completlon of a set A,.
:f trlal perlod most vacanc1es 1nvolv1ng planned rotatlons (e. g. Personnel
Securlty, Operatlons)_canvbe anticipated, and.that security concerns
might be met by the component providing information in only the most
- general way or by exempting sensitive vacancies firom mandatoiy reporting.
- Another factor not to be overlooked is employee perceptlons of a mandatory
»reportlng scheme on ant1c1pated vacancies for Wthh the components have
qualified candidates. It could be viewed as a sham,"

The Pfoject Group examined the feasibility of a mandatory Agency-

wide vacancy notice system and has concluded that such a system would

. be an expen51ve, tlme consumlng admlnlstratlve burden that would create

li’q{an enormous flow of paper—to all employees amowncing vacant p051tlons
that generally apply to a relatively small portion of the Agency
| population° ‘Historically, 60% of Agency-wide vacancy notlces have been

~ for clerlcal pOSlthHS with about 45% of these for positions GS-06 and

L 12 | -
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“""‘—:"tr%below Thus, most of the p051t10ns have been of 1nterest to about 159 |

' ﬁ:‘to 25 of the Agency, not mcludlng the factor of JOb quallflcatlons,

'Under a mandatory ‘ystem, whlch would; lnclude advertlsmg of hlghly

"'";spec1allzed JObS, thlS percentage probably would be even lowero Moreover,'l o

| _ tem' wot rl<“at "cross purposes w:Lth the Career Semces
and thelr respon51b111ty for employee development | The potentlal o
magnltude of a mandatory system is reflected in data for FY 1978 whlch
T shows there were: about 4, 500 personnel movements in that lZ-month perlod
The ProJect Group also concludes that employee understandlnor of
A the vacancy not1ce system could be 1mproved if each D1rectorate L
' developed for use in- 1ts Career Semce or Sub Group a set of speclflc
D guldellnes as to what constltutes a vacancy, when notlces should be
‘c1rculated and at what level of dlstrlbutlon Such guldelmes should
4 initially be publlshed as a notice and subsequently in the Dlrectorates'
‘Personnel Handbooks which should be updated with more frequency than

has been practiced.

V. Project Group Reconrnendations '
| A. Retain the present vacancy notice concept and method for
distribution for positions where line management has elected or is
‘. directed to solicit candidates from outside the advertising component.
o B. Make mandatory for all components the ?ual repzzg} r}g/ to
the Dlrector of Personnel of a_ll ant1c1pated vacancies GS- 15 and below

— T T TR Y
in the upcomlng flscal year for which fully qualified internal candldates

" will be considered and no vacancy notice is to be issued, and

establish for employee use at least two information repositories (e.g.,

Ames Building and Headquarters Library) for these vacancies and pertinent
| 13 _ :
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l‘frelated.lnfbrmatlon 1nclud1ng a c1051ng date fbr-appllcatlons Informatlon

‘"5von each reported vacancy would be purged from the file on the c1051ng

rev1ew the successvand cost/benefit of

In one year,;

V;rtdauRecommendatlon B to determlne 1£ such mandatony reportlng should be
:iffl;;'contlnued " |

C D The Dlrector of Personnel dlstrlbute annually_a notlce to
'employees explalnlno the vacancy notlce system and the role of Staff
Personnel D1v151on, and prov1d1ng data on the previous year's vacancy
notlce results -- e, g » number of‘vacanc1es advertlsed throuoh notlces,

number of appllcants percentage of such p031t10ns filled from out51de

the advertlslnc component.

STAT R~ be rewritten as a basic policy

statement on the vacancy notice system reflecting its purpose, optional
levels of notice distribution (i.e., Agency-wide or within Directorates),
and authority of Career Service Heads to determine when to advertise a
vacanCy. Purpose of the system should note that it complements the
individual Career Service personnel development Systems, and that vacancy
notices provide opportunity for competitive selection based on qualifica-

tions, ability and potential The regulation also should include basic

__ _Appr‘-f‘:Fo_r Re'eaSé,:29°5(1?-’_2?"_f cl_A-RoP@qj 5‘63099699929@5,.12v__;z: o -

_»ﬁflcrlterla developed by the Dlrector of Persomel for use by Career Serv1ce-; o

't%Heads in deflnlng a vacancy Such crlterla could 1nc1ude
® No qualified candidate in the component;
- ° No candidate that the Career Service wants to rotate
into;the position;

® The position is not related to an Upwarc Mobility program:

Approved For Release 2865/12/23 : CIA-RDP83-00156R000600020026-2
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‘ The component 1s not seekm,q an employee from a sDec1f1c A
C Dlrectorate (e g N a Bis) offlcer to serve on.the IG Staff or an NFAC

“"'"‘-i:f"analyst to serve in DCD;

e ° 'I'bere 1s no need to f111 the p051t1on by extemal recrult- o

ment° and

'Ihe p051t10n is not to be fllled by dlrected aSSJ.g;nment because

g ",of an employee placement problem or dlsc1plmary actlon
F. Each Dnectorate publlsh spec1f1c mformatlon on Vacancy
'notlces usmg NEAC's July 1979 issuance on the subJ ect (attached) as a
model framework, including policy, definition of a vacancy, requirements
n for notice distribution and procedures.
a G Personnel Handbooks of each D1rectorate should mclude the
'I(data called for in Reconmendatlon F.

‘H. All Directorate issuances on the Vacancy'notice system
including that which is in Personnel Handbooks be approved by the
Director of Personnel. | .‘

I. Charge the Directors of Personnel and Logistice to arrange
for priority printing of Agency-wide vacancy notices and subsequent
distribution. Sufficient numbers of notices should be printed to

| eliminate the need for further reproduction by the Directorates, thus

reducing xeroxing costs and speeding dissemination.

15
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"~ Administrative Internal Use only

-'fErrataf .

gNotlce to rec1p1ehts of c1A document°7 NFAC PefSonnel;ff””ﬁfffuﬁ??:f
& .i-iv'_-.Handbook Admlnlstratlve Use Onlyc '

S : Attached is the rev1sed chapter X of the NFAC
SR Personnel Handbook
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Section X
Vacancy Notices

A. Policy

1. The NFAC Vacancy Notice System is designed to:

‘o Provide NFAC mangers with several fully qualified
candidates for each anticipated vacancy.

» Ensure that all qualified personnel have an oppor-
tunity to compete for assignments in which they are
interested.

e Promote inter-Office and inter-Directorate rotation.

« Promote equal employment opportunity and upward
mobility.

e Minimize unnecessary paperwork.

2. It is Center policy to issue an NFAC-wide Vacancy
Notice under the following circumstances:

e Vacancy Notices are mandatory for all foreign and
domestic ficld positions.

» Vacancy Notices are mandatory for all full-time and
part-time clerical vacancies GS-06 and above.

» Vacancy Notices are mandatory for all GS-14 and,
GS-15 vacancies.

e Vacancy Notices are mandatory for professional
positions at grades GS-11 through GS-13 whenever an
Office is soliciting candidates from outside the Office.

e Vacancy Notices are mandatory for professional
positions at grades GS-11 through GS-13 whenever an
Office does not have an immediately available, fully
qualified candidate.
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3. Vacancy Notices are not issued for positions
identified under the Advancement Opportunities Pro-
gram; candidates apply for the Program rather than
for specific position vacancies. NFAC-wide Vacancy
Notices are not rautinely issued for professional
vacancics at grade GS-10 and below or for clerical
vancancies GS-05 and below, since at these grades
Offices normally have a pool of well-qualified candi-
dates or are actively pursuing external recruitment to.
fill skill shortages.

4. In circumstances where an NFAC-wide Vacancy’
Notice is not required, an Office-level Vacancy Notice
may be issued at the discretion of the Office Director
when there are several fully qualified candidates
within the Office, and the Office Director wants to
ensurc that all interested employees have an oppor-
tunity to compete for the assignment.

5. Heads of all Office-level components are responsible
for ensuring that Vacancy Notices (Form 2762, figure
5) arcissued in accordance with Center policy and that
they are distributed rapidly and equitably to all
employecs eligible to fill the positions advertised.

6. All employees in the Center will be given the
opportunity to apply for vacancies without risk of being
penalized for doing so. Any individual who feels he or
she is being so penalized has a legitimate grievance and
may proceed accordingly (see section XIV).

B. Yacancies
1. A vacancy exists whenever the incumbent of a

position resigns, retires, or Is reassigned under condi-
tions other than those described in paragraph B.2.



-
)

=22 When personnelﬂoc'cxipyi_ng’bosition'_s at the same

grade level are rotated within an Office so as to

... enhance their career devc10pmcnt wnthm that Office or
" ‘when a position and its mcumbent are reallocated as a

result of an Office reorganization, no vacancy is

~ “created. Thus, Vacancy Notices will are not be issued
Lo lin thcsc typcs of reassxgnmcnts =

7 C. Procedures

1. Timing

a. Headquarters Vacancy Notices will be issued as the
vacancies occur. Deadlinc for nominations is normally
at least 3 weeks after the date of issuance.

b. A Vacancy Notice of any appropriate overseas

“profcssional position usually is issued at least 12

months prior to an expected vacancy and 6 months
prior to an expected vacancy for an overseas clerical
position.

2. Distribution of Notices

a. An NFAC-wide Vacancy Notice is usually first
circulated within the Center. If the response is
inadequate, the Vacancy Notice may be circulated
throughout the Agency after approval is obtained from
the NFAC Administrative Staff. An Agency-wide
Vacancy Notice may be issued initially if the vacancy
is known to be hard to fill or if a Notice for the position
had alrcady been circulated within the Center during

‘the preceding six months with insufficient response.

b. NFAC Vacancy Notices are distributed to all
NFAC components and to the Staff Personnel Divi-
sion, Office of Personnel (SPD/OP). Printing and
Photography Diviston, Office of Logistics, makes

distribution and is informed of changes in the distribu-
- tion list by the NFAC Administrative Staff. Within an

Office, YVacancy Notices will be made available to all
employces eligible to fill the positions advertised.

<. SDP/ OP distributes Agency-wide Vacancy Notices.

3. Apphcauonfor Vacancy

a. Individuals may apply or component heads may
nominate qualified candidates for vacancies. Employ-
ees who are more than two grades below the grade of
the position will usually not be considered.
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" B.Normally the heads of Career Panels forward only™
~ the applications of those individuals they determine to

v_,bequahﬁcd to fill 2 vacancy. However, at an employ- o
“ ee’s request, the application can be forwarded for -
- consideration by the advertising component even -

though it does not have the endorsement of the head of

- the employee’s Career Panel. In such cases, the Career

Panel will note the lack of endorsement.

" ¢: An applicant has the option of submittinga

memorandum with the application explaining his or
her special qualifications for the advertised job.

d. Application and endorsement will be made on Form
2762a (figure 6).

4. Interview and Notification of Selection )

a. Headquarters Area Vacancies. The originating =
component reviews the qualifications of nominees and
interviews those of interest. Additionally, if the va-
cancy involves a rotational assignment with an NFAC
staff, the staff chief may consult with the NFAC
Assignments Panel to discuss the applicants or to seck
its recommendations. The Administrative Officer of
each component that submitted nominations for a
vacancy is notified when the selection has been made.
It is the Administrative Officer’s responsiblity to keep
applicants informed.

b. Overseas Vacancies. The NFAC Assignments Panel
reviews all applications for overseas positions and
submits recommendations to the Chairman, NFAC
Carcer Service Board, who will make the final
selection (see section XI,B). Candidates for overseas -
positions are not interviewed by the Panel, but rather
are represented by their component’s member on the
Panel. As a permanent member of the Assignments
‘Panel, the NFAC Career Development Officer is
responsible for informing by memorandum those
applicants not selected.

3. Release of Employee

Components must release individuals selected to fill
Headquarters vacancies within three weeks of their
selection. -
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